APPLICATION FOR RECORDS DISPOSITION STANDARD

/ L
INSTRUCTIONS: Prepare in duplicate and fbrward to the Records Management Analyst, Management Systems Division i
3. Dept . Division, Subnlivision & Administering Office Address i FOR RECOADS MANAGEMENT DIVISION USE

! ., Date Received Apptication No. Date Completed

Dgpgr;ment of .Fin'ance and Administration JUL. 31 1978 7?-Nq AUG B 1878
Division of Contracts and Procurement — — ‘ :
Peachtree Summit, 401 W. Peachtree St. NE | ! Aselication 2. Dept. Application No.

Atlanta, Georgia 30308

4. Person to Contacl

Joann L. Bahn

[ 7. Action Requested T
a. Dd Estublish Retention Schedule; record \}iil continue to accumulate,

5. Working Title Manager of "6. Telsphone Number
Contract Control | 586-5269

b, [0 Dispose of present accumulation; no further accumulation anticipated. ' .
¢. [ Amend Application No. Check One: {J Change; [ Superceds; (O Void

8. Dates of Series T9. Records Series Title {followed by title used in office. if different) - o
Earliest Latest General Contract, Historical and UMTA
1972 | Present| Subject Files ’ -
10. Division and Office Functien What is the function of the Division and the Office in which this record series is created?

The Division of Contracts and Procurement is responsible for developing, maintaining, and_,
implementing Authority-wide purchasing procedures, consultant selection procedures, cen-
tralized contracting procedures, and all competitive bidding on contracts under MARTA Act.

Specifically, the Division is responsible for the purchase of bus parts, materials and ser-
vices for transit operations; purchase of office supplies, furniture, equipment, miscel-
laneous services and concessions; administrative management and documentation for all
consultant, construction and demolition contracts and federally-funded procurements; main-
tenance of all official contract files, bidder's lists, vendor file directories, contract
lists, and related special reports. The Division is responsible for the retention and
maintenance of all contracts and related contract documents so that they are available for
audit and periodic review. ; '

-~ - e e, = — . —_—— PNV

-1_1.—ﬁ;567(l Serié-s—D;;cTir_n‘i-on This file contains the foliowing documernts {include form numbers and titles, if any):
Attach samples of the file. Yo,

Documents relating to: Prepar ing .., approving, and executing Appraisers,
Consultants, Equipment Sales, and Equipment Service
contracts.

Included are: ‘

Evaluation data, Records of Concurrence and Approval,
conformed contract and amendments, invoices under
contract, and related internal and external corres-

pondence.

Fite is arranged: Alphabetically by major subject, secondary subject
within major, tertiary subject within secondary.

12. Monthly Reference Rate How often are records referred to which are:

Onetosixmonthsold 1 = 5 _ ; Seven to twelve months old 1 ,-:..mi__ ; Thirtaen to twenty-four months otd | -5 .
: o _ e

twenty-five monthsand older _]_ ="_5 7

13. Annual Rate of Accumulation of Records . : ; - .

Letter-dize drawérs - Legal-size drawers _ __ :Shelves 1 5.___;Other (specify) )

3012 (3/76)




Y_ES

] ‘.‘

NO 14 Questionnaire {Place an “)q |n the proper column)
a. Is this the official copy ‘of the senes’

— —— - f——

H not where is it?

———— e

h. Does the senés contain confudenual mformaunn requmng securuv handlmg? lf ves cite law or r’egulauon

x . ' v l \ '

e T e e e

T T e e

X ) 7 c. Is tL ‘n a!g}h rd’ o B , ‘
X o I')ut“. 1hs < LIPS .n&n hmmu Hoan Inmr 1eem 1 eseiarch value? ) T e o T
v When one Iwu Aocoment i ther hle ok o nececay To ke the cotie Gle So o bong peed, codel Shese documents e
Ix 1 7 scheduled separatelvr‘ o N ',
I x i. isthe mformanon contained in this series ever publrshed? If yes, attach copy. S T T T
g. Is the information contained in this series ever snalyzed and/for recorded in a summarized | S
x| 3] yes, attach copy. o o ,
h. 1s there a duplication of this series in your office, or in another oftice or agency? T T T T
x| I yes, where?
x 1 i. Is this series (ora mamr Eortmn of it} regularly mncrohlmgf:l? . h T T ST T
| % I Dcie; the record sories reiul: in a coTputer pnnlout7 ST - i -
15. Retention Requirements The following requures the series to be kept: T T T
a. State Law —_ ... years. d. Audit period U vears.
b. Statute of limitation —————— e YRATS. e. Administrali‘ve need i I years
c. Federal law — e e YRS, f. Federal retention instructions _ _ . __ years.
' tmy.fld_,m a7 /’M‘L’Ylf
Attach copy or excert of laws or reguiations. Explain administrative néed, 7
UMTH EO.m. TLD-%/ 3ufry
16. Approved D:sposmon Instrucuons This a_;encv recommends th;!—h:;r;e—;riue-s be ﬂ;t,;”_aih.e_;‘_&_‘;;;\_‘_--___W” T T ]
{ | catendar Year; |} Fiscal Year; l)! Other __ ~A2es %" . {, 71, B
(1 Hold in the current filesarea _______. . _ monthls) o — . year{s); then
0] Transfer to local holding area; hoid e o yearls): then
O Transfer to State Records Center; hold ___ _.______ yearls): then
[J Destroy. .
[ Transfer to State Archives fGr parmanent retention. -
B Orher {Specify)
Hold in current files area two years after completion of contract.
Then: transfer to Authority Records center. Hold for three years
past completion of MARTA project.; then destroy.
These instructions apply to albl prior and future accumulations of the sprres
N {qu_llcale briefly vationale for recommendaniony abavelor weite addiional temirks):
17. APPROVALS _ “ o
Approved  Depariment Records Management Otficer  Date 1 &t " LegalBaunsel T ~ Daie "‘5{“_‘4
Sk »

ate

Ei/j‘

Date

‘




